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MANAGEMENT COURSE A

3
Schedule (through June 195))

#5 26 April - 7 May (GS 12-11)

#6 17 May - 28 May (GS 11-13)

#7 "1y June « 25 June (GS level not decided wpon)
Enrollment

Minimum - 8
Maximum - 20

Prerequisites

No prereqﬁisites. Desirable to have had the 4% hour Human Resources
Program.

Grade levels range from GS 11-15, Specific levels within the range
for each presentation.

Registrat%gg

Opening date - Open continuously for subsequent courses,
Closing date - Wednesday preceding the beginning of the course.

Testing
None
# Schedule has not been arranged for period after June because

it will depend upon assessment of the course which will be made
after 1 July.

MANAGEMENT COURSE B

This course is being planned for GS levels 7-11. It will be a
management course with particular attention given to first-line
supervision and to human relations. It is still in the planning stage.
No date has bheen set for presenting it as a regular course but it will
not be before mid-September 195},

-l
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CLERICAL REFRESHER

Schedule (through December 195L)

#36 5 April - 23 April

#37 3 May - - 21 May

#38 31 May - 18 June

#39 28 June - 16 July

#40 26 July - 13 August
#i1 23 August - 10 September
#le 20 September - 8 October
#43 18 October - 5 November
#hl 15 November =~ 3 December

#L5 13 December 31 December (may be two weeks only)

Enrollment
Minimum - 5
Maxirmum - 16 in Shorthand and Typing
20 in English

Prerequisites

Must have had basic training for typing and shorthand. (Gregg
shorthand is taught.)

Registration

Opening date - 10 days preceding the course.
Closing date - Wednesday before the beginning of the course.

Testing
Thursday preceding the beginning of the course.

Scheduling

Schedule is arranged and students placed in the appropriate classes
on the Friday before classes begin,.
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CLERICAL ORIENTATION

Schedule
3

Monday, Tuesday, and Wednesday of each week, (First two days
are for all clerical personnel and the third day is for typists and
stenographers only.)

Enrollment

A11 that are released from IAR/Personnel.

Other categories are not applicable.

# The days on which this program is conducted may be changed in the
near future.

CLERICAL REORIENTATION

: %
Schedule (through May 1954)

#2 8 April
#3 22 April
- #h 6 May
Enrollment

Minimum - 10
Maximum - 20

Prereguisites

None

Registration

Opening date - Cpen continuously for subsequent courses
Closing date -~ Friday preceding presentation of the program.

Testing

None

4% This is a new program and further scheduling will be done upon
request.
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CLERICAL INDUCTION

Following a one-week schedule at present which includes clagses
in Typing I and II, Shorthand, Transcription, Grammar, Word Usage,
Punctuation and Capitalization, and Geography. Attendance at these
classes depends upon status of clearance at EOD date and/or meeting
of Agency qualifications.

Other categories not applicable.

HUMAN RESOURCES PROGRAM

Four and one-half hour prozram is presented on request to the
various offices in the Agency.

.
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ATTACHMENT: Detailed Coverage, Menapement Gourse Ay March 1954

i=2 Yarch: QOrpaaizing. (8 hours), Function and organization;
definition of mission, the tmszes for specialization; meang of
slarifying line and staffy the besss for crganisation in CIA,
Informal orpanizationy where It occur#; in what forms; what the
panager’e responsibility ie in coummciion with 1t. Examples.

3l Marchs Flasniog, (b hours), Administrative planning in the
Agencys Basic reguiremmnts snd chaceoteristics of plans within dgeney
polisy. Planning in terms of psople, Changea Iin scope, progets sl
purpose of plang from 2ns organdzetional lewvel to another, and fvoa
vk staps Yo the osxt.,  The media of plannings budgete, staiy
meetings, conferences, job analyslis, work-nieasd sehedules, lousraps
targets, A4 case study.

L8 Marche Diresting, (6 nours), leadership, authoriiy amd supsie
wision, Ualure of aubthoerity in larpe-soale ovganizatlonmg clariiy
and affectiveness of delspations, Comunications in supervwimiony
authority sz acceptawe and eoeperetiong Fovas amd payeholapy of
Issderahip, A quis Tor supsreigsors.

Bt March: Ccopdinatloe., (8 hows i, Administration as a coowdinting
processy comwanisation, within and betwesn umitsg the speeisl prolicme
of soordimmtion and comwainlcation within CI4, Formsl and infowmal
means of commoaication? e.g,, chitlin of gumwed, written polivy aw!
procedures, prapovine, sther forms of ecmndceation, FPartleipationg
the miltiple management idea; woradio aml enthusissws thelir possinle
eonseyrnencss in oulpnt, Admeiysis of a cues,

10=11 Mareh: Jomtrolling, (8 houre). The furwal means for maneg:s
moot control end Polliow-up. Messuring resalts in wreas of Juantit-ss
of ontputy in terme of policy poals; 1o terns of quality of oulout.
Common Aiffieulties in maintaising contrel, Detalled requirenwmia

v, end objsctives, Unler-eontroly over—control. The spesial orollew
of aiddle manspement lo GIA, Soms conmon signs of troubles: whal i

do about them, ‘

12 ¥arch:  Swaury sossion. (4 hours), HResapituletion: oubsianding
mavaperent problens of CIA as gesn by the groups the dewelopment aof
marapement okillia within Clh; the poal, maiing CIA the Yestemanugsd
speney In Sovervment,
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16 March 1954

MEMORANDUM FOR: Participants in the Office of Tyaining
Human Resources Program

SUBJECT: Suggestions for lmprovament

1. You have recently participated in ths four and one~half houy
Human Resources Course presented by the Management Training Division, OIR,
?hgithi.a ,;’?m" maragemont prineiples and coawon mankgement problems

re discussed,

. 2, Though I am sure you bave benefited by the presentation and
resultant discussions, I do not fesl that we should allow the matiey to
drop and give no more thought o prodlems which we are avare of and beliswe
need remedial aetion, I ask, therafore, that you send to me on an "Eyes
Only" or less formal tasis, as you may desire, any comcrete suggssiions
which may have ocewrred to you which could help to improve the manegemsat
practices within the Office of Training,

3. There are some management procedures within CIA ower which I have
no control, Iart in my capecity as a membor of the CIYA Carcer Serviee Board.
I would be glad to bring your suggestions to the attention of the Board,
Howaver, I should like to take action now on those management practicss
and procedures within the Office of Training whish can be Lmplemanted
without wmiting for Agoncy action,

25X1A9a

HEW BAIRD
Director of Training

CONFIDENTTAL
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Human Resources Course

Length: one week of four one-gour classes on separate days, plus one half-hour
individual conference on individual problems, plus one-hour follow-up meetings
at 6- to 8-week intervals

Pre-requisites: top secret clearance; request of line officers of organizational
units

Enrollment&: up to 18 students
Location: headquarters area

This program is designed to assist personnel with management responsibllities
to make the best and fullest use of the individuals under their supervision.
The four-hour course treats questions of management in the federal servic$,
principles and problems of management, conditions of effective teamwork, and con-
crete suggestions for an action program of improvement, Individual conferences
and periodiec follow-up meetings are designed to deal with management problems
of particular interest to specific divisions, '

Manag8ment Course A

Length: two weeks, four hours a day for ten consecutive days
Pre-requisites: top-secret clearance
Enrollment: up to 18 students -
Location : headquarters area

ILLEGIB This is a c_abademic course: on the functions and principles
of management for supervisors in he Agemcy, with a view to better utilizéng and
conserving the humen and physical resources of the Agency through efficient
mansgement, It is aired at the bagic menagement probhlem of coordination, with

the emphesis on csse studies, discussion, and project reports based on on-the-job
management exerience.
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MANAGEMENT COURSE A

Length Forty hours
Prerequlsites TOP SECRET clearance
Enrollment Iwenty students
Location Headquarters area

This course is designed to instruct executives and supervisors
in the functions and principles of management in order to increase the
utilization and conservation of human and physical resources through
efficient management.

The lectures cover the basic management problems of arganizirg,
planning, directing, coordinating and controlling. Emphasis is given
to case studies, discussion, and project reports based on outstanding
management problems in CIA,

pach
Classes are conductedsfor two weeks from 0830 to 1230.
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HUMAN RESOURCES

Length ' Five and one-half hours

‘Prerequisites 1.‘ TOP SECRET clearance
2. Request of line officers of
organizational units

Enrollment 18 students

Location Headquarters area

This course is designed to assist personnel who have management
responsibilities to make the best use of personnel under their
supervision. :

The course consists of four one~hour classes given on separate
days, one hdal f-hour individual conference and a one«~hour follow-up
\ ; meeting at intervals of six to eight weeks,

The four-hour course covers management in the Federal service,
principles and problems of management, conditions of effective
teamwork and concrete suggestions for an action program of improvement.
Individual conferences and periodic follow-up meetings are designed
to cover particular management problems in specific divisionse.
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